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If religious books are not circulated widely among
the masses in this country, and the people do not
become religious. I do not know what is to become of
us as a nation.

And the thought is one to cause solemn reflection
on the part of every parrio; nd Christian. If truth be
not diffused, error will; if God and His Word are not
known and received, the devil and his works will gain
ascendancy; if the evangelical volume does not reach
every hamlet, the pages of a corrupt and licentious
literature will; if the power of the Gospel is not felt
through the length and breadth of the land, anarchy and
misrule, degradation and misery, corruption and dark-
ness, will Men without mitigation or end.
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Why a
Church Library?

The Christian's reading list begins with the Bible. Hedoes not substitute Christian books for the reading ofThe Book, the Bible. Christian books are supplemen-tary. They amplify, clarify and apply the truths of theBible. Read the Bible first, but read Christian booksalso!

"He who walks with wise men will be wis Pro-verbs 13:20.
You become what you read is an encouraging fact tothe reader of good Christian books. Indeed, you find: Lyour mind expanding to take on the great thoughts andtruths which you read, 2. your heart warmed with newfaith and love for your Lord as you read of what He hasdone in and througil other lives, 3. your will challengedto do the will of God and, 4. your spiritual eyes openedto see areas in your life, your personality or dispositionwhere something needs to be confessed and changed byGod's power.

Yes, you are changed by what you read, and if youare reading good Christian books you are probably beingchanged more and more into the likeness of your Lord.

What
Christian Reading
Does to You

Christian reading provides the answers to your spirit- Whatual needs, whatever they may be. Through the variety of Christian Readingbooks available, Christian reading: 1. explains how to Does for Youbecome a Christian and how to mature as a Christian, 2.teaches and illustrates how to overcome temptation,how to know God's will for your life, etc., 3. helps youto understand your Bible and your faith, trains you
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for effect ve service for your Lord (witnessing, teaching,
leading, ctc.) and, 5. provides you with guides and
materials for personal and family devotions, etc.

Doesn't it appear that God has made ,tra provision
for these days of stress, temptation and confused
thinking?

What As your own understanding, faith, devotion and love
Chri tian Reading are deepened, this is reilected through your life to

Does Through You others. Your heart is enlarged to share your Lord; your
testimony and service are Inc.re effective.

You will know of specific books to put into the
hands of others who have spiritual needs too. Won't
these printed ministers do for them what '..ney have
done for you?

Christian Ed. The importance of each phase of church work
and Leadership demands informed and trained leadership. Yet many of

Guidance our lay leaders face their tasks with the need of more
basic information and training. The church must bat..k
its workers and make easily available to them books and
materials that will prepare them for effective service.

Even experienced or trained leaders realize a need
for continued study and supplementary materials. No
church is fulfilling its responsibility unless it provides an
adequate library to meet the needs of all ages and all
phases of Christian life and service!

Program Youth leaders seek material for their expressional
Source Material meetings, worship services, parties, projects and clubs.

Sunday school and vacation Bible school leadership
need additional story and worship materials, as well as
craft and recreational helps. Teachers and devotional
leaders require Bible study aids, training helps, books on
apologetics, illustrations, poems and inspirational read-
ings and soul winning techniques. High school and
college students need resource material for their essays.
They also must find intelligent answers for questions
and problems proposed by non-Christian professors and
fellow students.

The church library can and must face these needs
and provide the source material to meet them.
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James MacKay has said, "Books are among the great Enlarge theministers God has given to men."
Church's MinistryChristian literature brings the ministry of the churchright into the home and the leisure hours. Good bookson Bible study, doctrine, inspiration, missions and theexample of Christian living (biography and novels)extend the ministry many times beyond that whichpersonal contact of the minister or other leaders is ableto do.

Eyes have been opened, hearts melted, and life-changing decisions made over the pages of Christianbooks. The church should be eager to introduce itspeople to books that will enrich their individual livesand in turn benefit the entire church and the cause ofChrist.

Children and youth will read, and the magazine Replace Inferiorstands have zealous customers. The church should guide or Harmful Readingthe reading habits of its people and thus infiuence theirthinking, their ambitions, their actions and their wholelife. Only an ac:ual provision of interesting and challeng-ing Christian books can encourage readers away fromcheap or destructive reading toward that which buildsChristian character and discipleship.

No man can be truly educated or successhe is a reader of books.
Benjamin Franklin

9
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How Do
We Begin?

You can do it hastily or you can do it well! If you .

wish to have a library that is efficient, known to your
entire church family and used by them consistently, you
will want to do it well!

Plan for Appoint a library committee representing every
Capable group in the church. Sell your committee on the many

Handling values of a church library and the expected benefits to
the groups they represent. This will promote interest in
and use of your library throughout the church member-
ship. The committee is responsible to carry out the
following:

/. Select a librarian and at least two assistants.
2. Choose a location for the library.
3. Set up a criterion for evaluating and selecting

books. (Suggestions will be found on page 17.)
4. Select or approve books for the library.
5. Finance and obtain the library furnishings, equip-

ment and supplies.
6. Determine the polici s of the library. (Suggestions

are on page 15.)
7. Plan immediate and future ways of obtaining

books for the library.
8. Plan the opening, advertising and use of the

library, and its continual promotion.
9. Study the improvement of the library and its

ministry.
10. Confer with and encourage the library staff.

Hold regular meetings with staff (monthly or quarterly).

12
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1 I. Make regular library rep rts to the church board
or Christian education board.

These duties are further disc s ed on succeedingpages.

Herein lies much of the secret of the success or Thefailure of your library. The librarian and his or her Librarianassistants should be chosen carefully and prayerfully,keeping the following qualifications in mind:
I. Christian character, consecration and coopera-tion.
2. Appr2ciation of books and their ministry.
3. Dependability, persistence and patience.
4. Love for detail.
5. Typing ability (not essential, but very helpful).
6. Leadership ability is helpful, though this may besupplemented through the committee.
7. Time to supervise processing of books and tokeep library hours which suit the convenience of inter-ested church groups. The assistants, however, shouldshare responsibility for these hours.

Duties of the librarian and libr ry staff should The Librarianinclude the following:
and Staff1. Obtain approved books for the library.

2. Supervise processing of books and all mechanicsof the library.
3. Keep up-to-date files and records on all librarybooks, finances and activities.
.1. Keep the library clean, neat and attractive.
5. Frequently check shelves to correct any bookmisplacements.
6. Maintain definite library hours.
7. Send out overdue notices.
8. Discharge books and replace books on shelves.(Borrowers should not return books to shelves.)
9. Meet regularly with staff and assign specific dutiesto each one.
10. Recome familiar with the general content of thebooks in the library.

11 13



I I. Keep abreast of new books rhich should be
considered for the library.

12. Give courteous help in the locating of requested
nooks and offer interested counsel in the choice of
boo ks.

13. Inform library committ e of problems or needs
relative to the library.

14. Make book lists and other reading guides and
encouragements fo. the various church groups and
depart ments.

15. Periodically weed out books no longer desired,
keeping a record of those discarded.

16. Constantly publicize the library. (See chapter,
"Publicity Keeps Us Going!")

Location A separate room is ideal for a church library loca-
tion, but many cannot begin this way. Whether it be a
quiet corner, shelves in the Sunday school office (but
not in the church office or other place which is busy
during the week), a portable library on wheels, a
converted closet or that much-to-be-desired room, the
following must be considered.

I. Accessibility (ground floor, please, and close to
Sunday school office or entry).

2. Attractiveness (if necessary, clean and add color
to achieve this).

3. Size and number of shelves (approximately II"
high, 8"-10" deep, with a support at every 3 feet of
shelf length). Ti..ee feet of shelf will usually accommo-
date 25-30 books.

4. Good light and ventilation.
5. Adequate space for librarian's supplies and

activities.

Furnishings Choose your library furnishing and equipment in
and Equipment accordance with the size and nature of your quarters

and the anticipated usage of the library. Endeavor to
keep them consistent with your vision of the ministry of
your library. The eight starred items are essential. Also
see page 24 for complete list of supplies needed.
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*Book shelves *Date file (charging tray)*Floor covering *Bulletin board
*Librarian's desk Reading ta ble*Chairs Dictionary stand
*Supply cabinet or closet Magazine rack*Card file

Before your library is opened, certain policies will Libraryneed to be determined. The following should be in- Policieseluded in your consideration:
I. What will be the library hours? (One-half hourbefore and after every regular Sunday school or churchmeeting? Saturday mornings? 4:00-5:00 p.m. on certainweek days?)

2. What books are to be reference books (not re lov-able from the lihr;:,ry)?
3. Who may use the library?
4. How many books may be borrowed by an indi-vidual at one time?
5. What shall be the standard period of loan? (7days? 14 days?)
6. Will renewals bc permitted? For how long?
7. Shall an overdue reminder be sent out when abook is not returned? (See item 8 under LibrarySupplies, page 24.)
8. Shall overdue fees be charged? If so, what shallthey be? (Check with your public library and followtheir plan.)
9. How shall fee money be used?
10. What about books that are lost or ruined?
11. 1-low extensive a filing system is needed? Do youw nt a file or notebook record on every borrower?
12. Should the library have permanent departmentalor group branches?

A man is himself, plus the books he reads.
S. Parkes Cadman
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Suggested Library Organizational Graph

BOARD
OF CHISTIAN EDUCATION

CHURCH LIBRARY COMMITTEE
(Church Librarian is Chairman)

LIBRARIAN
Responsible for obtaining books,
promoting reading and maintaining
adequate Library facilities and
equipment.

ASSOCIATE
OR

ASSISTANT LIBRARIAN
Responsible for Library operation
and supplies.

ICOMMITTEE GROUP
MEMBERS LIBRARIANS
Children's Rep. Librarian from
Youth Rep. each dept. and
Adult Rep, organization of
Chr. Ed. Rep. the church
Trustees Rep.
Promotional Dir.

plus
Librarian
Asst. Librarian
Visual Aids Lib.

LIBRAii-I OPERATION
ASSISTANT STAFF
STAFF Help with pro-
Assists with cesning books,
circulation of follow-up of
books during overdue books,
regular Library repairing books
hours, and maintaining

a clean Library.

VISUAL AIDS
LIBRARIAN

Reponsible for obtaining and pro-
moting use of visual aids and V.A.
equipment.

V.A. EQUIPMENT
Projectionists
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How Do
We Get Books?

Books should not drift into your library! The Each Book todangerous temptation of many church libraries (particu- Fulfill a Purposelarly beginning ones) is opening its arms to all the books
that well-meaning friends discard from their personal
libraries.

Because of its nature the church library should belimited to those books which minister to the spiritual,
cultural, service training and recreational needs of thechurch of which it is a part. A policy of accepting only
those books which are on an approved list or which maybe especially approved by the library committee willsafeguard the library from outmoded, doctrinally orpedagogically unsound, or otherwise undesirable books.

This will also save the librarian the embarrassmentof personally refusing unwanted books. When anunacceptable offer is made, the librarian may graciously
explain the policy and suggest that the donor give the
library committee- a list of the books offered for
considera tion.

Here is a suggested criterion for evaluating andselecting books for your church library.
1. Does this book fulfill a need in our library?
2. Will the book have a ministry to our people?
3. Is the doctrinal and moral content in accord with

the teachings of our church?
4. Are the facts reliable, authoritative, up-to-dateand written by one qualified in that particular field?
5. Is the subject matter presented in a fair and justmanner?
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6. Are the illustrations suitable for the text?
7. Has the hook had favorable reviews?
One enthusiastic church librarian says, "When there

is a choice between an expensive and a low-priced book,
I have found that it is a good policy to purchase the
higher priced book for our library because our people
often cannot buy it and will come to the library for it."

When books are available in both hardback and
parc.brback, buy the hardback for longer life and useful-
ness in your library.

Your library committee, minister or denomination
will probably suggest books of special interest to your
church. Christian magazines have helpful book reviews.
If you are beginning with a very limited book selection,
choose a one-book Bible commentary and one, two or
three books from each of the following categories:
Biblegeneral, doctrine, devotional, Christian home,
inspiration for youth, missionary biography, Christian
education, teaching, stories and fiction for children.

Remember that a few newer and appealing books in
your library will be of more reading interest your
people than a larger number of old and perhaps out-
moded titles.

To build a well-rounded library whiLh will be usable
by the whole church family, select a few books from
each of the general classification headings in this hand-
book. Attempt to maintain a balance among these
divisions as you add to your library. However, you may
find that the particular ministry of vour church suggests
emphasis in certain fields. Know the needs of the church
and build your library to meet them!

When a desirable book for the library is brought to
the attention of the librarian or member of the library
committee, a "want card" (3 x 5) should be made on
that book and put into a "want file." Then when books
are to be added to the library, a selection is already
prepared. When any of these books is obtained, its want
card can be used as the work card.

How to Most churches are delighted to find that it is
Obtain Books possible to build a good-sized library with a minimum of

help from the church budget. However, every church
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and Sunday school should have enough concern for, and
appreciation of, their library to write it into their
budgets and thus assure the continual addition of new
and needed books. Here are suggc ways of consist-
ently building your library.

I. Books Wanted! Put a not.,:e each month in your
church bulletin or other publiL Tion that certain hooks
(by title, author and price) are wanted in the church
library. Invite members to give one of the books listed.
Suggest that the money for the book be given to the
librarian to avoid duplicate gifts.

2. Birthday Gifts. Just as children now bring their
birthday pennies to Sunday school, each young .person
or adult can honor the Lord on his birthday by bringing
a book for the library on the Sunday following his
birthday. Or, he may want to give a book honoring a
friend's birthday. Promote this idea! Keep a list of
desired books, with prices, posted in each class that
follows this plan.

3. Class or Group Projects. A class may give the
library a boost by contributing a certain number of new
books. Or, it may sponsor one phase of tho library,
possibly the section which would minister to its own
members.

4. Memorial Gifts. A gift to the church library is a
most fitting tribute or memorial for a Christian. It
extends his testimony and ministry through the years.
Library memorial funds are sometimes invited in lieu of
flowers. Families may give a gift in memory of a loved
one, or classes may so honor their deceased members.
The memory of an outstanding leader in the church is
beautifully honored through a memorial library in his or
her name.

5. Christian Bookstores. Your local Christian book-
store is an excellent source of information on new and
important books for your church library. Let them serve
you.

You may say, "But we want lots of books right Library
away!" Nothing so stimulates a church-wide giving of Day
books and an immediate interest in reading as a well-
planned and publicized Library Day.

19
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This is a plan whereby members of your church and
Sunday school are invited to choose a book from among
a select group of new books on display and to give that
book (the price of its purchase) to the church library.
The next day the remaining books are returned to the
bookstore from which they were consigned and those
kept are paid for out of the money received.

The result? A good number of "just the books you
want- arc ready to be added to your library without
any cost to the church budget, and your people have
seen and given books they will want to read. (If it is not
possible to maE.:e a consignment arrangement with a
local Christian bookstore, mimeograph a list of books
desired, with their prices, and distribute them to your
members on your Library Day.)

Many national or religious days give special oppor-
tunity for such a plan, such as, Mother's Day, Father's
Day, Children's Day, Memorial Day, Christmas, Rally
Day, Christian Education Day, Christian Home Day,
Thanksgiving Sunday, the birthday of the founding of
your church or the birthday of some beloved leader or
your pastor.

For example, if Mother's Day is chosen, every
member of the church and Sunday school is invited to
give a book to the library in honor of, or in memory of,
his own mother. Many churches have placed 50 to 200
select books in their libraries by this Library Day
methcaL Here is how it is done.

I. Assure the pastor's cooperation and confirm the
date of your Library Sunday. (Set it a month or two in
advance.) Ask him to announce the project from the
pulpit on two Sundays before the big day. On Library
Sunday he should explain the procedure to be followed
after the morning service by all who wish to give a book.
(The same would be true if your Library Day is held on
a week night.)

2. If your Library Day (or Night) is held on a week
night, make sure it will be a time which will bring out
the majority of your church and Sunday school mem-
bers. A church family dinner is an effective way to begin
the evening.

20
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3. Announce the Library Day in your church
bulletin and other publications for at least two weeks in
advance.

4. Send out letters or cards to the church member-
ship, informing them of the new church library project
and inviting them to give a book in honor of someone
special to them. Explain that their names will appear in

le front of the books as donors, along with the names
of those in whose honor the books are given.

5. Make announcements in each Sunday school
department and church group of the forthcoming
Library Day. Invite classes and groups to give books
together. This stirs interest and encourages attendance
at your Library Day.

6. Obtain book name plates on which is printed
PRESENTED BY
IN HONOR OF

Beautiful name plates are available from your Christ-
ian bookstore.

7. Arrange with your local Christian bookstore to
have, a selection of desired books on display in the
church foyer on Library Day. If this is not possible,
mimeograph a list of the books you desire and distribute
this list on Library Day. If your church would prefer
that the library procedures not be carried on in the
foyer or rear of the church, arrange for the display of
books and signing routine in the room most accessible
to the church sanctuary. Request that your pastor urge
the people to go directly to the book tables as soon as
the service is over.

8. Prepare tables to display the books in such a way
that your people may easily see and handle them.
Arreage the books by subject matter, with an identi-
fying easel-placard on each table. Also have a treasurer's
table where each gift book is taken to be paid for and
the book name plate is signed and inserted in the book.
The gift books are stacked at one side, waiting to be
checked with the receipts.

If mimeographed book lists are used instead of a
book display, each book chosen should be checked off
of a _master list by the treasurer as he takes the money
gift. (This avoids duplication of books.) The book.name

21

19



plate should be signed at this time, with the name of the
book written at the top of the name plate.

9. Have some book cards (borrower's cards) ready
for reserving "first reading rights- as soon as the books
are processed for loaning. You may be surprised to see
how many donors ask permission to 1.e the first to
cheek out and read their gift books. .1ust what you
want!

10. Return to the bookstore the books which were
not chosen as gifts, paying for the gift books from the
money received. Or, take the money and your master
mimeograph list to your bookstore to purchase the
books or have them ordered for you.

A truly great book teaches me better than to read it. I
must soon /ay it down, and commence living on its

hint . . what 1 began by reading,
I must finish by acting.

Thoreau

Reading is the heart and soul of culture
in its highest form.

Walter B. Pitkin



How Do We Prepare
Books for Circulation?

Correct and complete cataloging (processing) of
each book that conles into your library is of extreme
importancebeginning with the first book. Short cuts
are always regretted and take valuable time to undo and
redo.

A complete classification system is essential to you
because it is elastic enough to allow your library to grow
from a small project to a very large one without any
change in your numbering or shelving arrangement. No
matter how many books are added to your library each
should be numbered and shelved in the right topical
order and in right rdationship to other books on the
same subject.

The classifying system in this handbook will assure
this. Begin right! Then your displays will look attractive,
your books will be easy to locate and thereby be more
frequently read. They will remain as permanent minis-
ters in your library.

Also, your files will answer such questions as the
following:

Where is Design for Christian Marriage?
Do we have any of Spurgeon's books?
Have we a book on the subject of stewardship?
Who has The Saving Life of Christ? When will it be

returned?
Have my primary teachers read this new book?
How many of our books are out on loan?
How many books do we now have in our library?
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Supplies
and Equipment

How many books have
year?

These and many other
to the nornuil functioning
careful, routine treatment
into your church library.

we added to the library this

imporcant questions relative
of a good library suggest a
of each book which comes

Adequate supplies and equipment should be gath-
ered before preparation of books begins. The following
is a recommended list:

1. Book pocket* (one for each book)
2. Date due slips* (one for each book)
3. Book cards or borrower's cards* one for each

book).
4. Title cards* (one for each book)
5. Author cards (one for each book)
6. Subject cards (average two per book)
7. Book name plates* (one for each book)
8. Overdue reminder forms*
9. Shelf classification labels (provided in this hand-

book)
10. Window stencil (provided in this handbook)
11. Classification system (provided in this hand-

book)
12. Accession sheets (provided in this handbook)
13. Financial record (provided in this handbook)
14. Alphabet file car : guides
15. Capi file, to hold 3" x 5" cards
16. Date file, or charging trap, to hold book cards of

books out on loan
17. Paste (vegetable glue or a library paste is recom-

mended)
18. Wide felt-tipped marking pen, for making black

score background for classification number on book
cover

19. White ink and pens, white plastic paint, or elec-
tric pencil and white transfer tape for best results on
dark covers

20. Plastic-lac for shellacking back of books, or -War
shellac

24
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21. Rubber stamp with Ilame and address of your
church library

22. Ink pad
23. Typewriter with good ribbon
24. Dating stamp (not essential, but convenient)
25. Book repair kit*
*Available from your Christian bookstore.

Record the book on your accession sheet (in back of Accession
this handbook) and give it an accession number. (The Sheet
first book in your library will be accessioned as number
1 and each book thereafter will receive the next number
in chronological order.) Write this accession number on
the title page of the book, just above the name of the
publisher, and in the upper right hand corner of the
back of the book jacket.

Note: This is not the classification numberthe one
by which you shelve your book.

Remove the book jacket, carefully creasing it at the Book
back fold so that it may be kept for future use. File the Jackets
jacket in a folder according to its accession number. See
page for further use of the jacket.

Increasing numbers of church libraries are leaving
the jackets on the books and covering both book and
jacket with a plastic cover, thus protecting but display-
ing the colorful book jacket. The slight added cost is
well compensatt4 for by the increased reading interest
that the jackets create. If you are using plastic covers do
not remove the book jacket at this time.

Classify book with classification number. The Classifying
classifying system in this handbook is the Dewey Material
Decimal System, adapted for more convenient use in the
church library. See pages

Study the system first so that you understand its
general pian. Then determine the classification number
under which your book should come and write the
classification number in the top left corner of the title
page in the book. Under this number write the first
three letters of the author's surname, capitalizing just

25
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the first letter (Morgan=Mor). With books on individual
biography, use the first three letters of the individual's
name rather than that of the author.

The subject guide, pages 61-67, will he a further aid
to you in determining the classifying number of a book.
Do not allow yourself to lean on this aid, however, as it
is limited. The subject guide has another purpose.

If the person who classifies the books does not type
or have a typewriter accessible, it will be particularly
important -to prepare a work card (3 x 5) from which all
other cards will be typed! This can be done in hand-
writing. However, this work card will prove valuable to
any librarian. Below the information arranged like a title
card the various subject card headings are listed. Put the
work card inside the front cover of the book awaiting
further processing.

I. Reference books such as commentaries and
dictionaries, should not be taken from the library. Write
a large R in front of the classification number in these
books and do not give them book pockets or book
cards.

2. Pamphlets. Many pamphlets are important
additions to your library. Process them just as you do
the books, typing Pam. above the classification number
on the file cards and the book card. if you put your
pamphlets into cardboard bindings they may be shelved
in their regular places among the books. If you group

26
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your pamphlets, filing them in pamphlet boxes, write
your inclusive numbers (example: 242-249) on the longend of the box just as you do on a book and shelve it in
a separate pamphlet section.

3. Magazines or periodicals. Your library undoubt-edly will subscribe to certain Christian and educational
periodicals. These need not be accessioned or classified,
but they should be recorded in a card file. Title cards
(buff) can be used. Make one card for each periodical,
listing on it the issues as they are added to the library.

This card should have the periodical title at the top.
Down two spaces, and beginning one space from the left
margin, type the year of that magazine issue, a dash, and
the month. Each time a new issue comes to the library,
add that month to that year line. Example: 1953
March, Apr., May. After several years, when a card is
full, begin a new card and clip it on top of the old one.
File periodical cards alphabetically and in a group by
themselves.

Book cards should also be made on periodicals,
clipping each card to the first inside p.lge so that arecord may be had of their loan. Shelve your periodicals
in stacks, each title in a separate stack, always keeping
the latest issue on the top.

4. Visual aids, projected and nonprojected, are apart of the total library program and, if possible, should
be kept in the library. Whether or not your library
facilities have room to house the visual aids, these
should be ke,t in one central place and should be
catalogued, filed and checked out as carefully as books.

Title, author and subject cards are on colored stock Bookfor easy identification. You will value this in your filing. Cards

I. Title card (buff). Title of the book is typed two
spaces from the top of the card and l 3 spaces from the
left margin. Copyright date should be a few spaces to
the right of the title.

Drop down two lines and begin the classification
number two spaces in from the left margin. Ten spaces
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from left margin type the author's name (surname,
comma, and given name or initials).

Type the subject headings for which subject cards
will be made on the back of the title card. If the book
should ever be permanently removed from the library,
all the cards on that book can also be removed from the

2. Author's card (cherry). Two spaces from the top,
type the classification number and the author's name
(surname, comma, and given name or initial). Start the
classification number two spaces from the left margin,
the author 10 spaces from the same left margin.
Author Card
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Drop down two lines and, beginning 13 spaces from
the left margin, type the book title. Now skip a few
spaces to the right and type the copyright date (place a
small c in front of the year) on the same line.

If no author is given for the book, type in its place
the name of the editor, compiler or publisher (in that
order of preference).

The classification number and author always appear
on the same line, as do the title and copyright date.

3. Subject card (blue). The subject card, to be filed
alphabetically according to subject, helps your readers
to locate a book on some subject which may or may not
be indicated in the title. The content of some books
may suggest several subjects, each requirine a separate
subject card. Refer to the subject guide; pages 61-67 for
suggestions.

The subject card is typed just like the author card
except that the subject is put on the top line (two
spaces from top of card and 13 spaces from left margin),
and the author and title lines are correspondingly
dropped two spaces. The subject is typed in all capital
letters as on illustrated subject card.

4. File the cards (author, title and subject) together,
alphabetically, using your alphabet dividers. The card
color will tell you immediately what kind of informa-
tion is on the card. Alphabetize according to the first
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word and proceed on through the title or name, disre-
garding any beginning articles (The, An, A. etc.).
Consider abbreviations and numerals as it- they were
spelled out. File according to word (In preparation
comes before Information). Keep the book card and
work card in the book for a while longer.

More to I . Paste name plate on inside front cover, first filling
Get Ready in name of person o-- organization giving the book and

name of person in whose honor it is given. If book was
purchased through the budget, record the church or
Sunday school as donor.

2. Clean soiled books with an art eraser. Repair torn
pages or covers with the materials from your book
repair kit. Do not use substitute items, such as cellulose
tape, for book repair.

3. Press open new books. Take time to open new
books properly in order to preserve their bindings. Place
back edge of the book firmly on a table. Turn the ffont
cover down until it touches the table, finger-pressing the
edge where the cover joins the body of the book. Do the
same with the back cover. Then turn down several pages
at a time, alternating from front to back, until you
reach the center and the book lies flat when open.

Use a dull-edged knir- to separate pages that have
not been cut apart.

4. Stamp the book with your church or library name
at the bottom of the title page. Use the same stamp on a
book pocket.

5. Book pocket card or borrower's card. This is the
important little card which locates loaned books. The
author's name and book title should be typed on the
lines specified. Type the classification number in the
upper right hand corner and put the accession number
under the printed word, Title.

6. Paste book pocket in center on inside of back
cover. Write accession number in lower left corner of
pocket. Place the book card in the pocket.

7. Paste date due slip on page opposite book pocket.
(A book pocket is available on which the date due
information is already printed. Additional date due slips
are available to paste over the pocket printing when the
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original one is completely used. This saves time when
the book is first processed for shelving.)

8. Stencil a black score on the back edge of book as
the base for lettering. An even blac'-_ line across your
rows of books is important to an attractive library. To
make sure these black scores are the same height and the
same distance from the bottom of the book, use the
window stencil found in the supplies section of this
handbook. Place the stencil against the outside back
edge of the book, making sure the bottom of the stencil
is even with the bottom of the book. Pencil in the top
and bottom margins of the window. Then black in your
strip with a felt-tipped marking pen.

Paperbacks, so popular today, should be processed
exactly like the hardbacks. If the back edge of the book
is not wide enough to take the classification number
clearly, stencil the black score at the regular height from
the left edge of the front cover to an inch width. Shelve
them with the hardbacks.

9. Print classification number on black score (in-
cluding the three letters under the number) with pen
and white ink. An electric pencil and white transfer tape
is the faster and easier way of lettering your book cover.
And, the result is neater and more distinct.

3 I
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Shelving Now your work card can be destroyed unless you
Your Books wish to keep it in a shelf card file.

10. Shellac full back of book or, better still, shellac
the entire cover. This brightens and preserves the book
cover and gives permanence to the classification
number. Hard plastic coating is recommended.

If the jacket is to be kept on the book aid crvered
with a Oast, cover, put a strip of inch-wide mystic tape
across the back edge of the jacket, one inch from the
bottom of the book. Print the classification number on
the tape in the same man,-ier as suggested above, uSing a
dark ink on white or light tape, or white ink on dark
tape.

Arrange the books numerically according to their
classification numbers. Where you have two or more
books with the same number, file them alphabetically
by author (note three letters under number). Fiction
should be shelved at the end of the numerical books and
filed alphabetically by author. Children's fiction, like
children's stories, (268.8 and 268.81) must be located
within the child:s reach.

1. Label the shelves according to subject matter so
that your books in each grouping may be easily identi-
fied. A set of 27 subject classification labels is provided
in this handbook for this purpose. These labels can be
taped, stapled, tacked or glued to the shelves, or they
will readily slip into metal shelf label holders such as are
used by the public and school libraries.

2. Post your library rules, "How to Use Your
Library," (in supplies section) in a conspicuous place in
your library or by your library shelves. If you have a
lettering artist in your church, ask him to letter these
rules on a poster, enlarged four to six times more.

Yes, correctly prOcessing books for your library is a
real projecta gratifying one as you contemplate its
far-reaching ministry. A well-directed and equipped
crew of workers will consider this project an interesting
and challenging experience. Form an assembly line and
the work will movo quickly and smoothly. The more
people who help in establishing your library, the more
interest and enthusiasm will be stirred toward its use.
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Now We're
in Business!

Make your opening an event which will entice every Openprospective reader in your church to visit the new with alibrary. Set the date far enough in advance to assure the Flourish!completion of your book shelving procedures and thedecorating of your library. Appoint a committee to planthe event and to arouse the interest and curiosity of theentire church. This committee should be a part of, orwork with, the library committee. Written and verbalinvitations should reach every church home and churchorganization. Here are a few program ideas for the bigday.
I. Book fashion shows. Members model bookjackets as the moderator describes the bookits con-tents, ministry, etc. Represent one book out of eachsection of your church library. Jackets can be made ofposter board in a true three-dimensional rectangle, orthe front and back boards can be stapled to burlappieces which cover the shoulders and act as side seams.Wide butcher paper may also be used for front and backcovers. Sketchy reproduction of the jacket of each bookbeing modeled should be painted and lettered.

2. Open house on Sunday afternoon, with story-book displays, reading interest centers, floral decora-tions, a tea table with light refreshments, and anattractive bookmark gift for each visitor. A bookmarklisting the library hours and the type of books availablefor loan would serve as a reminder to your readers.
Departmental groups coeld also visit the library onthat day during the Sund.iy school hour by specialarranRement with the superintendent.
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3. Book reviews by an outstanding speaker or re-
viewer. The books reviewed should be among those in
your library.

4. Short play or skit on the p; tical value of
Christian reading in the hon. .

5. Lecture on the influence of the printed page, with
a challenge to replace harmful or inconsequential secular
reading with a personal program of Christian reading.

6. Personal testimonies on what Christian books
have done for individuals.

7. An announcement party, announcing the birth of
the library, or the marriage of your church to Miss
Christian Literature (and -let not man put asunder-).

8. Formal dedication, with music by the choir or
choir members, including a ritual with charge and
acceptance of reading responsibility repeated by pastor
and people. Golden keys to each of the library ::ubject
sections could be given to leaders of the Sunday school
and various church organizations. Or, ribbons attached
to these sections (or attached to posters representing the
sections) nlit be given t!le 1-7,,lers who would stand
while the charge and dedicatory prayer are given by the
pastor. Some visible way of relating each group in the
church to your library is desirable.

Someone Wants This is what you have been preparing for! When the
to Take Out borrower has selected his book he removes the book

a Book card from the pocket, signs his name on it, and takes
both card and book to the librarian. (The librarian may
wish a record of the borrower's name, address and
phone number.) The librarian stamps the due date (date
when the book is due back in the library) on the date
due slip in the book and on the book card, which she
keeps as a record of the loan. This card is then filed in a
date file by due date.

The date file should have two month dividers ("this
month" and "next month"), 31 date dividers and one
overdue divider. -This month" divider should have
behind it the date dividers from the current date
through the end of the month. "Next month" will have
the dates from the 1st up to the current date. For
example, on May 14 the order of the date file would be
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as follows: this month, 14-31; next month, 1-13; andoverdue. Tnese should be changed each day the librarianis on duty.
The overdue file should be checked weekly andreminder notices or phone calls made regarding booksoverdue more than seven days. When an overdue book isreturned, if overdue fee is charged, the librarian mightsay, "I see you arc investing RV (or amount of fee) in anew book for the library." Take the sting out of yourfees, but be consistent in charging thcm if they are partof your library policy.

Reading is like depositing money in a savings account.The benefits compound themselves like interest. Butunlike a savings account, you can draw on your intere twithout ever having less remaining.

Reading Christians are growing Christians. WhenChristians cease to read, they cease to grow.J ohn Wesley
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Publicity
Keeps Us Going!

"Something as fre,, as a library still must be sold."
In spite of the tremendous ministry possible through a
church library, an unused or neglected library is worth-
less! The publicity chairman on the library committee
should employ every possible means of keeping your
church library minded! The following are suggested
ways to publicize your library:

Publicity 1. Frequent or regular announcements in the church
Suggestions bulletin and other church publications. Occasionally

include an article about the influence of reading upon
children and youth. Urge parents to check out books for
their children as well as themselves. Make Christian
reading a family habit.

2. Special reading lists. a. Lists geared to age or
group interests and sent to these groups (children,
youth, church leaders, S.S. workers, missionary society,
etc.). b. Basic Christian home reading list given to all
church members. Make out a new one each year. c.
Same list and an invitation to use the church library sent
to each new church member. d. List of books pertaining
to marriage and a Christian home sent to each newly-
married couple (including daily devotion helps). e. List
of books pertaining to rearing children in the Christian
home sent to the parents of new-born babies in your
church.

You may wish to extend your ministry by sending
such a list, with an invitation to use your church library,
to parents of new-born babies in your community.

3. Short new-book reviews appearing in your church
publications, sent to various departments or classes and
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groups to be read, Or given in person by t e librarian orlibrary representative.
4. Book reviews by children, young people or adultsin their own departments or group programs.
5. Announcement by librarian or library committeechairman and a "use the library" invitation given fromthe pulpit one Sunday each year. (One librarian isinvited by her pastor to make an a nnouncomen t fromthe pulpit once each quarter.)
6. Library posters in Sunday school departmentsand other conspicuous places around the church. Hereyou can make good use of the book jackets previouslyfiled. Keep one poster for displaying new book jackets.Paste jacket on poster with a few spots of rubbercement so that it can be removed and another jacket putin its place. Construction paper in a contrasting color, orthat which picks up a color in the background of thebook jackets, makes an attractive poster.

Make a poster for each age group with a picture ofone of their reading members at the top with thecaption: "This book is great," "I enjoyed this 17:.-,ok.""You should read this," "This book was a blessing tome," "This book brought blessing to our home." "Thisbook set me thinking," etc. The jacket of the bookwhich the person is recommending can be pasted to theposter below the caption.
If the jackets are kept on your books and coveredwith plastic covers, make mock jackets of constructionpaper or print the book title on a book drawing. Thiswill do as well for all of your poster and advertisingpurposes.
Move posters from room to room. Have postercontests among your children and young people.
7. Library bulletin board in the library and indepartmental rooms. Post book reading lists here. Newbook lists should be posted regularly. Book jackets mayalso be used to good advantage on the bulletin boards.8. Reading campaigns or contests, awarding prizes toepartment or persons reading the most books fromyour church library and submitting a short paragraphreview of each book read. Summer is an excellent timefor a reading campaign among children and youth.
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Reading contests can be built along the theme of
travel, space, missions, sports, treasures, tree with leaves,
etc. Give points for number of books or pages read.
Rules might include a requirement of reading one
biography and one devotional or inspirational book in
each four books read for credit.

Extra credit may be given to each contestant who
gets someone else (a friend or member of his family who
does not attend your church) to read a book from your
church library.

9. Book club, requiring the reading or just ,,ne book
a month (more if you wish). Book club membership
could be posted in the library, with competition among
departments or church groups for largest number of
book club members.

10. Story hour on Saturday mornings, a weekday
afternoon, or as a Sunday school presession activity.

1 1. Group librarians appointed by each Sunday
school department and church group to bring appropri-
ate books rf0111 the library to their rooms each Sunday
morning or meeting day. Cooperating with the head
librarian, these group librarians may check books in and
out, returning the signed book pocket cards and
unloaned books to the library at the close of each
meeting. Women's associations, mothers' clubs, men's
groups, youth organizations and Sunday school depart-
ments can greatly encourage and increase Christian
reading through their group librarians. Hints for group
librarians:

a. Send Bible story and other books with definite
Christian message home with children from non-
Christian homes.

b. Place Bible story and child psychology books in
preschool departments on table by parents' chairs. Post
a sign inviting parents ,to examine them arid to check
one out to take it home.

e. All parents' groups should have books at their
meetings which will help them to understand and
influence their children for Christ.

d. Give, or arrange for, special reviews in Sunday
school classes or adult meetings of books for the
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Christian home, with a word about their ministry and
how they can be used in the home.

12. Workers' conference librarian will come to each
meeting of the Sunday school teachers and officers well
supplied with books on teacher training and teaching
helps. During the departmental meeting time he or she
can go from department to department with just those
books which are important to leaders of that age. This is
an effective way of assuring the continual study and
growth of Sunday school workers.

13. Book tables at special programs and emphasis
times. The librarian should know of every special pro-
gram and emphasis throughout the church and have
books or reading promotion there.

14. Library skits in Sunday school and church group
meetings. A large "cardboard book" might walk into a
meeting and tell its storycomplain of lonesomeness or
of ill treatment, tell excitedly about the fascinating
things to be found on its pages, talk about the inter-
esting or funny people who have recently read it, relate
what happened in the life of one who read it, etc.

15. Personal testimony on what sonic particular
book has done for that Christian life. The best publicity
is a satisfied user.

16. Annual library emphasis week could include the
birthday of the library. Reports on the usage, growth
and benefits of your library should be presented this
week. One or more of the activities suggested for the
opening of the library could be planned for this time.
Some occasion for outstanding book reviews and story
hours should surely be included. See page 41 for a full
library week program.

Everyone loves a contest! Why not use this exciting Treasure Chest
means to get your children and young people to read Contest
more Christian books? A treasure chest theme offers
opportunity to create fascinating posters, displays, etc.

Display a small chest with sparkling costume jewelry
spilling over edge. Spotlight to make jewek sparkle. Post
above display and use caption: "A book is like a magic
box, brimfull of lovely treasure."
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Make a poster of a large treasure chest covered with
crinkled gold foil or gold glitter with caption: Exciting
Treasure Chest Contest! Come to the church library and
find your treasure.

1. The contest. A jewel is awarded for every
approved book read and reported on. The librarian
places a book report form in each book as it is checked
out. When the reader returns book and filled-in book
report form he receives a "jewel" for his string of jewels.
To obtain a diamond he must read ten bookstwo from
each category (two of each jewel listed). Use a narrow
gold ribbon and paste jewels (glittered paper) On it.
Hang ribbons with jewels from the treasure chest.

When a diamond trophy is received a book is placed
in the library in honor of the reader, with his name in it.
Make a ceremony of presenting the diamond award and
book in his department. Allow him to read the book
before placing it in the library. You may also wish to
award some type of Christian jewelry.

2. Organize for your contest. Make sure that your
library committee, library staff and all the teachers and
officers are informed and enthusiastic.

Line up committees: the publicity committee will
see that everyone is fully informed about the-contest.
The special features committee will schedule brief book
reports in departments and arrange for recognition of
diamond winners.

Make calendar of events: Two weeks in advance, put
up posters and displays. Onc week in advance, distribute
contest handbills and give skits and announcements in
departments. The Sunday contest begins, take depart-
ments on tour of library. Show books they will want to
read. Demonstrate checking out a book. Introduce
librarians. Show treasure chest and explain how they
obtain jewels.

4. Gather materials: Make treasure chest of box with
lid, sprayed with gold paint. Provide gold ribbon in
lengths to hold eleven stones plus name tag. (In a large
Sunday school each reader's string of jewels will be hung
in his own department.)

Cut jewels in various shapes from colored construc-
tion paper; sprinkle with glitter of jewel color; imprint
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as below, Paste rhinestones on silver paper for dia-
monds. Here are suggested jewels and book categories:

AmethystMissionary book, EmeraldBible storyor inspirational book, Pearlfiction, Rubybiography,and Diamondtenth book. Imprint on jewel: name ofjewel, my name, and name of book.
Mimeograph book report forms (41/4" x 51/2") assuggested below:

Treasure Chest Contest
My Name
Name of Book
Author's Name
What the book was about or what I learned from it:

Library Week is a national endeavor to deveiop or Libraryencourage the habit of readinggood reading! It is an Weekaccepted fact that reading influences and directs think-
ing, feeling, belief, desire and action. 'I-his being true, weas Christians cannot but be concerned with this sameendeavor for a Christian purpose. We want a Christian
reading programone which will influence hearts andminds (our own, other Christians' and those needing
Christ) for God.

Many Christians are not familiar with Christian
books, others do not know where or how to obtainthem, and still others do not realize the relationship
between Christian reading and Christian growth andfruitfulness,

Library Week is the c.oncerned leaders' opportunityto inform them, awaken them and stimulate them. Weshould encourage every member of Our Sunday school
and church to develop the habit of reading Christian
books and magazines for instruction and pure enjoy-
ment. How can we do this? A good church library is ourwonderful answer!

If you have an adequate church library you have thetools for a varied and far-reaching spiritual ministry
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throughout your church family and community.
Adequate means that you have books covering every age
interest and every subject of Christian concern (Bible
study, evangelism, missions, Christian home, inspiration,
leadership training, youth work, adult work, program
materials, biography and fiction).

Maybe your library needs an addition of some new
books to make, it of current interest or to meet areas of
need now neglected. This would be an excellent time to
enlarge. Or, perhaps you have no church library vet.
This could be the time to start one. Or, better, set up or
enlarge your library early enough to be able to promote
the reading of Christian books during Library Week.

Assuming you have a church library, or will have
one in time to promote it during Library Week, how can
this week be used to advantage in your church program?
Here are suggestions:

Advance Advance preparation is the secret of a successful
Preparation Library Week. Here arc some for you to do:

I. The library committee plans programs, publicity
and goals. Appoint a library representative in each
department and group in your church to aid in carrying
out the Library Week program in his own group.

2. Library Week posters made for every Sunday
school department foyer. (Attractive library poster sets
are available from your Christian bookstore.) A poster-
making contest would stimulate interest among your
young people.

3. Publicity written into all of your church and
organizational publications.

4. A reading contest can be started or completed
during Library Week. Only books From your church
library will count for reading points. Require a balanced
reading program, such as one book each of the follow-
ing: Bible study book, or book about the Bible; inspira-
tional or devotional book; missionary or biographical
book; or miscellaneous book (fiction, Christian home,
leadership training, etc.). The requirements will vary
with different ages.

The contestant may read as many books as he
wishes, but he should not repeat any one type of book
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until he has read a book in each of the other classifica-
tions set up in your contest program.

Each book must be reported on short mimeo-
graphed review forms), with the title and number of
pages at top of the review. Number of pages read must
be considered in the scoring. Readers enlisting outsiders
in the contest should be given extra credit_ This is
library evangelism.

5. Do any redecorating, furnishing or otherimproving needed to make your library inviting andinteresting.
6. Displays. Each department or organization isinvited to prepare a display visualizing the value of

Christian reading. Prize offered for best display.
7."My Reading Experience." Mimeograph reading

questionnaire to be given to the congregation on Library
Sunday. This should include such questions as:

How many books have you read this calendar year
(approx.)?

How many of these have been Christian books?
What has been the effect of Christian reading uponyour life this year?
What do you consider to be some of your needswhich might be met or aided by reading Christian

books?
Believing in the ministry of Christian reading, how

many books (average per month) do you propose to
read during the remainder of this year?

What types of books (or on what subject) do youwish to read?
Will you advance the ministry of Christian books by

encouraging others (Christians and non-Christians alike)to read books which have helped you or which you
believe would be of help to them?

This questionnaire is intended as a personal chal-
lenge to the reader or potential reader and is to be keptby himnot to be seen by anyone else.

8. Suggested reading lists, prepared from among
your library books for various ages and interests. These
to be given out in Sunday school or church on LibrarySunday, or to be mailed to your church and Sunday
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school Families with a letter telling about Library Week
at your church.

Library Sunday Many effective attractions can be used ciuring
Sunday School Sunday school or Library Sunday to draw attention to

your library. Here are a few ideas:
1. Branch library set up in each department with a

limited supply of books appropriate for that age roup.
These books can be checked out from the "branch that
morn ing.

2. Short talk during each opening service on the
importance of regular Christian reading, nresentation
of "Books important to the Christian, u,,playing and
discussing each one. Someone from your local Christian
bookstore might be available to speak on books and
their ministry.

3. Mimeographed book suggestions for the Christian
home will include books for family worship, Bible
study, inspiration, family relations, children's Bible
stories, child and youth study, biography and fiction.
These should bc given out in every adult class and
perhaps in the church service.

4. Skit on the ministry or purpose of a book. This
might be entitled, "1 am a Book," with the main
character wearing a poster-board book cover. Dialogue
or monologue could reveal some of the ways in which
this book has ministered to hearts and lives and the
difficulties this book encounters in being noticed and
read by those who need to read it.

5. Story lady visits each children's department and
invites them to the church library "Story Hour" the
following Saturday morning or afternoon.

6. Announce activities of Library Week which will
be of special interest to that particular age group.

7. Reading contest announcement (beginning or
closing of contest), with a1k3f the important details and
promotion or awards.

8. Visual record in each department of its own
reading contestants as a stimulus to their participation.

9 Short book review in each department.
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10. Encourage every member to check out a book
from the church library (if not in their "branch li-
brary") that morning.

The cooperation of your pastor during the church Library Sunday
service on Library Sunday will bring the ministry of the Church Service
church library before many. The following ideas may
help you.

1. Pastor preaches message on such topics as "Books
and The Book in Your Life," "You Are What You
Read," "Reading Influences: for Christ or Satan?"
"Who Directs Our Thoughts?"

2, Church librarian introduced in the pulpit and
given opportunity to invite the congregation and
families to visit and use their church library. Library
hours should be mentioned. Also the Library Week
schedule, printed in the bulletin, ean be reviewed.

3. Pastor commends the church library and its min-
istry and urges his people to participate in the entire
Library Week program of their church,

4. My Reading Experience questionnaire can be
given to each attendant, perhaps inside the bulletin.
Pastor, librarian or chairman of the library committee
explains the questionnaire, asking each person prayer-
fully to fill in one for his own challenge and keeping. No
one else need see it.

5. Encourage every worshiper to check out a book
from your church library that day.

A week-day program may be an alternative for Week-Day
Library Sunday or may be scheduled in addition to the Program
special Sunday.

I. Monday night: "family reading night" at home.
Some families might read a book together, such as a
Christian biography. Others, because of their age or
interest divergence, may want to read individually.
Parents could read first to their very young children,
then do adult reading when the childien are in bed. The
suggested reading list will be of help here. Make much of
this reading-fellowship evening; maybe it will become a
habit!
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2. Mid-week prayer meeting: particularly pray for
the ministry of your church library. This will include
evangelism, teaching, inspiration and training. Ask God
to enlarge its outreach to convince your people of the
importance of Christian reading and to meet any needs
of your library.

3. Friday night: "Library Wonder Night." This is a
family night at the church which should be packed with
fun and thrill. Everything done that evening should have
originated in lur librarygames, stunts, program and
devotions. During the evening several people might be
called upon (by prearrangement) to tell of sonic
"wonder which they have discovered in their church
library (an interesting fact of archaeology, of Bible
background study, or unusually challenging thought
regarding the Christian life, etc.) These statements
should be only one to three minutes each.

A helpful and interesting presentation would be a
short demonstration of "How Our Family Uses Our
Church Library, cr "How the Church Library Ministers
to Our Home," by a family actively reading Christian
books.

The feature of the evening should be -The Wonder
of a Story," a 20-30 minute story told by an experi-
enced storyteller. This could be a missionary adventure,
a biography, etc.

Close your evening with a short devotional read
from one of the devotional books in your library.
Refreshments, of course!

4. Saturday: "Story Hour" for children of primary
or junior ages. A one-hour program could include a few
songs, a half-hour story by the -Story Lady," and a
hand-puppet presentation of some Christian truth
suggested in the story. The puppet might discuss the
story a bit, relate it to a scripture verse and apply it to
the children's lives. Cookies and punch could be served,
but refreshments are not necessary.

Your Library The library is one of the valuable ministries of your
Is a Trust church. Like any other minister, however, it must have

access to your heart and life if it is to be effective. Pray
for it! Praise it! Support it! Use it!
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Keep your library and your vision growing! Plan to
widen the ministry of the library by including maga-
zines, missionary scrap books, phonograph records,
tapes, framed pictures and visual aids. These may be
loaned on a basis similar to books. Keep the library
current with, and related to, the interests, needs, pur-
poses and program of your church at all times.

The library is not a shrine fOr the worship of books. It is
not a temple where literary incense must be burned or
where one's devotion to the bound book is expressed in
ritual. A library, to modify the famous metaphor of
Socrates, is the delivery room for the birth of ideasa
place where history come:, to life.

Good books on shelves won't make us wise, Won? train,
'nspire or catechize. But those we read, absorb, apply
. surely Christian growth supply.
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Glossary

Accession List. List of books in the exact order in
which they are first received into the library, numbering
each book in that chronological order. Purposes for thislist are: I. to have the receiving date, the donor or
source, and the price of each book in the library; 2. toknow the number of books in your library; and 3. toknow which are the newest books in your library. Yourbook jackets (if you remove them) are also filed by thisnumber.

Accession Number. The number of each book in theorder of its addition to the library. This number is notput on the outside of the book and the book is notshelved by this number.

Book Card (or Pocket Card or Borrower's Card).
Identification card kept in the book pocket, in eachbook. When a borrower checks out a book, he writes onthis card his name and the date on which the book isdue back in the library. He leaves the card with the
librarian so that she will have a record of who has the
book and when it is due :o be returned.

Cataloguing. Thc complete procedu of processinga book for loan in the library.

Classification Number. Subject number of the indi-vidual book by which it is placed on the library shelves.

Classifying. The process or determining the subject
number which the particular book should have.
48
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Classifying System. An arrangement of nunthers
which covers every book subject. Each book in your
church library comes under a subject heading for which
there is a number in the classifying system in this
handbook. This number is to be printed on the back
edge of the bock cover and the book is shelved in this
numerical order.

Date Due Slip. Slip (pasted inside book) for re-
cording the date on which the book is due back in the
library. When a borrower checks out a book, the due
date (usually two weeks from the current th te) is
recorded in the book as a reminder to him of the date
the book should be returned to the library.

Date File or Charging Tray. Small file with numeri-
cal dividers (1-31 days of the month) in which the book
cards are kept when books are checked out of the
library. Cards are filed in the date file according to their
due date:

Good reac _g does what good glosses do
_Mr your eyes: it lets you in on the details of living.
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Dewey Decimal System
Classification Numbers

000 GENERAL WORKS
030 General Cyclopedias and Dictionaries
050 General Periodicals

200 RELIGION
205 Periodicals, Magazines
208 Religion in the World Today

1/0 BIBLE
Introductiou, Study and Teaching

220.1 Evidences and Authority, Canon, Inspi-
ration, Authorship. How we got our
Bible

220.2 Concoriances, Topical Text books
220.3 Dictionaries, Cyclopedias
220.4 Original Texts, Manuscripts
220.5 Versions, Polyglots
220.6 Bible Story Book (for Adults)
220.7 Commentaries
220.71 Bible Questions or Problems
220.8 Special Topics (Music, Games, Animals,

Plants)
220.9 Bible Geography and History (ancient

history), Atlases, Bible Lands in Bible
times, Customs

220.91 Bible Lands since Bibl(, times, Customs
220.92 Scriptural BiograpPycompilation
220.93 Antiquities, Archaeology, Science ar--!

the Bible
220.94 Bible Studies and Coursesgeneral
220.95 Special Studies (such as Tabernacle,

Typology, etc.)
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220.96 Prophecygeneral or fulfilled See 237
for prophecy of last days"

72 I OLD TESTAMENT
22 I Texts, Introduction
7 7 1 . 5 Scriptural Old Testament Biography
22 I .6 Chronology
221.8 Commentaries or Studies on Old Testa-

ment

222 LAW AND HISTORICAL BOOKS
222.1 Genesis
222.11 Exodus
222.12 Leviticus
222.13 Numbers
222.14 Deuteronomy
222.15 Joshua
222.16 J udg9s
222.17 Ruth
222.18 I Samuel
222.19 11 Samuel
222.2 I Kings
222.21 II Kings
222.22 I Chronicles
222.23 II Chronicles
222.24 Ezra
222.25 Nehemiah
222.26 Esther

223 POETICAL BOOKS
223.1 Job
223.2 Psalms
223.3 Proverbs
223.4 Ecclesiastes
223.5 Song of Solomon

224 MAJOR AND MINOR PROPHETS
224.1 Isaiah
224A 1 Jeremiah
224.12 Lamentat ons
224.13 Ezekiel
224.14 Daniel
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274.15 Hosea
224.16 Joel
774.17 Amos
224.18 Obadiah

)4,1 Jonah
224.2 Micah
224.21 Nahum
224.72 Habakkuk
224.23 Zephaniah
224.24 Haggai
224.25 Zechariah
224.26 Malachi

NEW TESTAMENT
) )5.1 Introductions
725.5 Scriptural New Testament Biography225.6 Chronology (Harmonics)
225.7 Christian History
225.8 Commentaries and Studies on New

Testament

226 GOSPELS AND ACTS
226.1 Harmonies
226.2 Matthew
226.3 Mark
226.4 Luke
226.5 John
226.6 Acts
226.7 Miracles
226.8 Parables
226.9 Lord's Prayer

227 EPISTLES
227.1 Romans
227.2 I Corinthians
227.3 II Corinthians
227.4 Galatians
227.5 Ephesians
227,6 Philippians
227.7 Colossians
227.8 I Thessalonians
227.8 II Thessalonians
227.8 I Timothy
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227.8 Il Timothy
227.8 Titus
))7.8 Philemon
227.8 Hebrews
227.9 James
227.9 I Peter
227.9 II Peter
227.9 I John
127.9 11 John
227.9 III John
227.9 Jude

218 REVELATION

229 APOCRYPHA

230 DOCTRINALTheology
230.1 Miscellaneous Topic Study

231 God Trinity
231.3 Holy Spirit (sec also 242.1)
231.31 Gifts of the Spirit
Christology (Life of Christ)
232.1 Incarnation, Divine humanity, Deity
232.3 Cross, Atonement, Sacrifice, Passion
232.5 Resurrection (Jesus)
232.9 Typology, regarding Christ

233 ManOrigin, Fall, Sin
234 SalvationFaith, Regeneration, Grace Redemp-

tion, S a nctification, Eternal Life,
Predestination and free will

235 Angels, Devils, Demons, Satan
236 Death

236.5 Future StateHcaven, Hell, Immor-
tality, Judgments

237 Eschatology (last things), Prophecy, Second
d vent, Millennium, Dispensations,

Resurrection (man
238 Catechisms, Creeds

239 APOLOGETICS, Evidences of Christianity oily!
God
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240 RELIGIONS AND SECTS
Modernism, Atheism, Infidelity,
Rationalism, etc., Evolution,
Comparative Relilions

240.01 Demonology, Spiritualism Horoscopes,
Witchcraft, Magic, etc.

240.1 Ca holicism
240.2 J udaism

7741 IDEALOGIES
Communism, Socialism, Fascism, etc,241,5 Social Problems (Drugs, Ecology, New
Morality, Racism, Riots, War. etc.)241.6 Military Service

241.9 Christian Ethics

242 DEVOTIONAL
Christian Life and Character

L42.1 Holy Spirit
242.2 Mental Health or Psychology

243 Prayer, Private and Group
244 Daily Devotional Helps
245 Miscellaneous, Collections of inspirational mes-

sages
245.2 Devotional Talks
245.3 Stewardship
245.4 Temperance

246 CHRISTIAN HOME
246.1 Marriage
246.2 Sex Education

247 Parent-Child Relationship
248 Devotions for Children

248.1 Devotions for Youth

249 INSPIRATION FOR YOUTH
249.1 louth Prot.lerns

250 HOMILETICS. Pastoral problems or work251 Preaching, Sermon illustrations (also see 268.59)252 Sermons
253 Visitation, etL...

253.1 Conversion, Evangelism, Soul winning
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254 Lay Leadership, Development and Ministry
254. I Evangelism
254.2 Home Bible Classes
254.3 Contemporary Evangelism (Street

Christians, Jesus People, Beach Minis-
tries, Musical Groups, etc.)

260 CHRISTIAN CHURCH
Institutions and work

260.01 Church Renewal
260.1 Church History
260.2 Protestantism and Denominations

262 Church Polity (government)
262.1 Church and Society (social action

263 Sunday
263.1 Christian Holy Days (Christmas, Easter,

Pentecost, etc.)
263.2 Thanksgiving

264 Church Worship and Liturgies
264.2 Music for Christian worship. fellowship

and service
265 Sacraments and Ordinances

265.1 Baptism
265.2 Church fellowship
265.3 Lord's Supper, Holy Communion
265.8 Ministry to sick and dead, healing, bur-

ial, etc.

266 MISSIONS, General, Missions and the Sunday
School

266.1 Asia
266.2 Africa
266.3 Europe
266.4 South America
266.5 North America
266.6 Central America
266.7 Miscellaneous countries

267 liMOGRAPHY, MissionaryCollective
267.1 Missionary Biographyindividual
267.2 Miscellaneous Biographycollectivo
267.3 Miscellaneous Biographyindividual
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268 CHRISTIAN EDUCATION, General
268.1 Sunday SchoolGeneral program, Superintend-

ents' helps, etc.
268.11 Evangelism in the Sunday School
268.12 Psychology of Christian leadership
268.13 Age Psycholoey

268.2 Children's Work, Methods and General Program
268.21 Cradle Roll
268.22 Nursery
268.23 Kindergarten
268.24 Primary
268.25 Junior
Youth Work, Methods and General Program
268.31 Junior High or Intermediate
268.32 High School and Young People
268.33 Adult Work
2,,8.34 Extension Department

268.4 Teaching and Teacher Training
268.42 Story Telling

268.5 WORSHIP
Frogram Builders, Poetry

268.51 Worship programs for children (incl.
Children's Church)

268.511 Worship programs for Nursery children
268.512 Worship programs for Beginners or

Kindergarteners (incl. church)
268.513 Worship programs for Primaries (incl.

church)
268.514 Worship proL;i:nns for Juniors (incl.

church)
268.52 Worship programs for Youth
268.53 Hymnology (stories of hymns and

hymn writers)
265.:74 Music for children
268.55 Music for youth and adults
268.56 Picture study
268.57 Symbolism
268.58 Young people's programs
268.58. ;unior program helps
268.582 Jr. High program helps
268.583 High SchoolCollegeYoung Adult

program helps
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268.6 Teaching Aids. Visual Aids
68.6 I Object lessons and puzzles

268.62 Quiz books
268.63 Children's sermons and story material
268.63mChildren's missionary stories
268.64 Sunday scho )1 curriculum

268.7 Week-Da Activities
268.71 Daily Vacation Bible School
268.72 Week-Day church school
2-68.73 Clubs (Bible and other)
268.74 Craft, handwork, etc.
268.75 Drama, costumes, etc.
268.76 Plays, pageants, programs etc.
268.77 Recreation, socials, games, etc.
268.78 Etiquette
268.79 Misc,llancous: nature study, flags, pat-

riotism, etc_
268.8 Stories: Children's stories, Bible and Bible re-

lated
268.81 Children's stories (not Bible)
268.82 Children's stories (missionary)
268.85 Youth stories (Bible)
268.86 Youth stories (not Bible)

FICTION for Youth and Adults

FC FICTION for Children
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Subject Guide

A
Africa 766.7
Angels 735
Animals, Bible 220.8
Antichrist 737
Apocrypha _ 229
Apologetics (Evidences of Christi ity) 239
Archaeology, Bible 720.93
Art, Religious 268.56
Atheism 740
Atlases 220 9
Atonement 237 3
Australia 266.7

Baptism 265.1
Bible and Science 220.93
Bible, Authority of 220.1
Bible, Inspiration of 770.1
Bible Classes, Home 754.7
Bible Stories, Children 268.8
Bible Stories, Youth ........ 268.85
Bible Stories, Adult 220.6
Bible Versions 220.5
Biography, New Testament . 225.5
Biography, Old Testament 221.5
Biography, Whole Bible 220.92
Biography, Collection (not Biblical) 267.2
Biography, Individual (not Biblical) 267.3
Birth or Christ 232.1
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Canon, Bible 220.1
Ca tech isms 238
Central America 266.6
Child Training 247
China 266.1
Christ, Life of 232
Christian Life & Character 242
Christian Church, The 260
Christian Edu., Adults 268.33
Christian Edu., Children 268.2
Christian Edu., History of 268
Christian Edu., Theory of 268
Christian Edu., Youth 268.3
Christian Ethics 241.9
Christian Home, The 246
Christian Home Training 247
Christmas, Holiday 263.1
Chronology, New Testament 225.6
Chronology, Old Testament 221.6
Church and Society 262.1
Church History 260.1
Church Music 264.2
Church Organization (Discipline, Finance,

Membership, Polity, etc.) 262
Church Sacraments 265
Commentaries, New Testament 225.8
Commentaries, Old Testament 221 .8
Commentaries, Whole Bible 220.7
Communion (Lord's Supper) 265.13
Communism 241
Comparative Religions 240
Concordances 220.2
Conscience 241.9
Conversion 253.1
Counseling 258
Creation 220.93 or 239
Creeds 238
Criticism, Bible 220.1
Crucifixion 232.3
Cults 24Cl
Customs, Bible 220.9
Cyclopedias, Bibt. 220.3

6?
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Daily Devotional; Reading 244
Daily Vacation Bible School 268.71
Deacons, Deaconesses 262
Death 236
Delinquency, Juvenile 241.5
Demons (see Satan) 235
Devil (see Satan) 735
Demonology
Denominations 260.2
Devotionals, Women's Society 245.1
Devotions, Family
Dictionaries, Bible 220.3
Dispensations 136
Divorce 141.9
Doctrine, Christian 230
Drama 268.75
Drugs 241.5

Easter, Holy Day 263.1
Ecumenical Christianity 260.2
Elders 262
Eschatology (Last Things) 237
Eternal Life 234
Etiquette 268.78
Europe 266.3
Evangelism, Contemporary 254.3
Evangelism, Lay 254.1
Evolution 239

Faith 234
Fall of Man 233
Family 246
Father's Day 268.76
Flood 220.93 or 239
Flowers, Bible 220.8
Forgiveness 242
Free Will of Man 234
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Games, Bible 220.8
Geography, Bible 220.9
Gifts of the Spirit 231.31
God 231
Grace 234
Greek, N.T. and Studies 220.4

Handicraft 268.74
Harinonies of Gospels
Heaven 236.5
Hell 236.5
History, Bible 220.9
Holiness 234
Holy Spirit 231.3
Home Missions 266
Homiletics 250
Humility 242
Hymnology 268.53

Illustrations, Religious 251
Immortality 234
Incarnation 232.1
India 266.7
Inspiration (see Bible) 220.1

Japan 266.1
Judaism 240.2

Korea 266.1

Last Things (see Eschatology) 237
Leadel ship, Lay 254
Lord's Prayer 226.9
Lord's Supper (Communion) 265.3
Love 242

64

60



Man
Maps
Marriage
Mental Health

233
790 9.
746.1
947 2

Military Service 741.6
Millennium 237
Miracles 776.7
Missions 266-266.7
Missionary Stories 268 82
Modernism 240
Mother's Day 268.76
Music, Bible

New Morality 241.5

0
Obedience 242 or 247
Occultism 240.01
Ordinances, Church 265
Organizations of Church 260

Paganism 240
Palestine 220.9
Parables 226.8
Parents 247
Pariiamentary Law 762
Parties 268.77
Passion, Christ's 232.3
Pastoral Duties 250
Pentateuch 222
Plants, Bible 220.8
Prayer 243
Predestination 234
Priesthood 220.95
Protestantism 260.2
Psychology 249 '?

Race Relations 241.5
Rationalism 240
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Recreation 268.77
Redemption - 214
Reformation
Regeneration 234
Religions, Non Christian 240
Repentance 242
Resurrection of Jesus 232.5
Resurrection of Man 237
Revival 242 or 260.1
Russia 266.3

S
Sabbath 263
Sacraments 265
Sacrifices, Bible 220.95
Salvation 234
Sanctification 234
Satan 235
Science and the Bible 220.93
Second Advent (or Coming) 237
Sects 240
Sermons 252
Sex Education 246.2
Sick, Ministry to the 265.8
Sin 233
Social Action 262.1
Social Problems 241.5
South America 266.4
Speaking, Public 254
Spirit, Holy 231.3
Spiritualism 240.01
Stewardship 245.3
Stories 268.8-268.86
Sunday 263
Suffering 242
Sunday School Administration and Organization 268.1

T
Teacher Training 268.4
Teaching in the Sunday School 268.4
Temperance 245.4
Temptation 242
Thanksgiving 263.2
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Theology 230
231

Typology 220.95

V
Versions of Bible 220.5
Virgin Birth 232.1
Visitation 253

War 241.5
Worship Material for S S 268.51-52
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How to Use Your Library

Your library is a minister of your church. Use it!with
gratitude and respect.

If you do not find the book you want, refer to our card
file or ask the librarian to help you.

When you have selected a book, sign the book card in
the back book-cover pocket. Take the card and book to
the librarian for checking out.

Treat the book with consideration and care. Do not
mark or turn down pages!

Return book by due date. Leave book on librarian's
desk or other designated placedo not return book to
the shelf on which you found it.

Renew the book (once only) if you find it inconvenient
to return the book by the date due. You may phone or
write you renewal.

Pay overdue fees immediately and cheerfully.

Watch the bulletin board and posters for new book lists
and suggestions.

Tell your friends about the library and of the good
books you have found there.



000General Works

200Religio I 1

220--Bible

221-224-01d Testament

225-228New Testament

230-238Doctrine

239Apologetics

240Religions and Sects

242-245Devotional

246-248Christian Home



249Inspiration for Youth

250-253Evangelism9 etc.

260-26.5---Cluistian Church

266Missions

267Biography

268Christian Education

268.1Sunday School

268.2Children's Work

268.3Youth Work

268.33Adult Work

268.4Teaching
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Mrs. William Newton (LaVose Wallin

Newton) attended the University of
California at Los Angeles, Wheaton
College and Westmont College, earning

her A.B. degree in Christian Education
from Westmont College.

Serving as director of Christian Edu-

cation in Los Angeles area churches,
she gained a special appreciation for the
church library program and its impor-

tance to the local church and individual

Christicins.

Since 1947, Mrs. Newton has served as a Christian

.xlucation consultant. Seeing the need for a practical

training manual for nonprofessional church librarians, she

developed the Church Library Handbook which is now in

its fourth revision.
The handbook is designed to detail every important

step in setting up and maintaining an active church

library, with the inclusion of a classification system

which adapts the Dewey Decimal System to the needs of

the church library.
Through the years Mrs. Newton has conducted library

workshops in churches and Sunday school conventions

across the country: Now she and her husband operate

Christian bookstores in Palo Alto and San Jose, Califor-

nia. Library workshops and individual counseling with

church librarians continue in and out of their stores as

the Newtons project their enthusiasm for the church

library ministry.




